
STAR PeopleSoft Job Aid: Absence Management – General  

Reporting 

 

REVIEWING LEAVE BALANCES 

This lesson provides instructions on how to locate and view the available time off balance within the 

Employee Self Service Reporting module of STAR PeopleSoft. 

Note:  Current balances do not reflect absence requests that have not been processed by payroll. 

Step  Action 

1. 
To review your leave balances, begin by navigating to the Absence Balances page.  

 

2. 

The View Available Balances page displays the remaining leave balances.  The types of leave 
that are displayed will vary based on eligibility. The following leave types are the most common: 

 Vacation Hours 

 Sick Hours 

 Personal Holiday Hours 
 Legal Holiday Hours 

Any remaining carryover balances will be displayed separately from the current year’s balance. 

 

Note:  The balances displayed do not reflect absence requests that have not been processed by 
Payroll. 
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ENTERING AN ABSENCE REQUEST 

This lesson provides instructions on how to enter an absence request within the Employee Self Service 

Reporting module of STAR PeopleSoft 

Note: Employees are required to obtain approval for absences through their normal agency policy 

before entering the absence request into STAR PeopleSoft. 

Key Points:   

 All absences must be forecasted before they can be submitted. 

 Any absence with a Forecast Error cannot be submitted. 

 If your normal work hours do not match your STAR PeopleSoft schedule, you will have to submit 
your absence utilizing partial days. 

 When entering FMLA, please see step 12 below and contact your Payroll and Benefits Specialist 
for additional information. 

Step  Action 

1. 
To enter an absence request, begin by navigating to the Absence Request page. 

 

 

To request an absence:  

1. Select the Start Date. 
2. Select End Date or enter Duration. (For the purpose of this exercise we will enter a 

portion of time in the Duration field.) 
3. Select an Absence Event. This can be done by selecting Filter by Type from the 

dropdown and then selecting an Absence Name from the dropdown or by selecting the 
Absence Name from the dropdown without filtering. 

4. Select a Reason from the dropdown. (Reason is required when entering an absence of 
sick leave; please refer to your agency policy for entering reasons for other absences.) 
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Step  Action 

2. 

To request an absence:  

5. Select the Start Date. 
6. Select End Date or enter Duration. (For the purpose of this exercise we will enter a 

portion of time in the Duration field.) 
7. Select an Absence Event. This can be done by selecting Filter by Type from the 

dropdown and then selecting an Absence Name from the dropdown or by selecting the 
Absence Name from the dropdown without filtering. 

8. Select a Reason from the dropdown. (Reason is required when entering an absence of 
sick leave; please refer to your agency policy for entering reasons for other absences.) 
 

  

3. 

Requesting an absence continued: 

9. Click Calculate End or Duration. (For this example the End Date will be calculated since 
the Duration is set to 48 hours.) 

10. Click Forecast Balance (You must validate your balance by forecasting before you can 
submit the absence request). 
 
If an Error message appears, as shown below in Step 5, a change will need to be made 
to the type of leave being taken or the number of hours being used.  An absence cannot 
be submitted when an error message appears.   
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Step  Action 

4. 

Select Partial Days if the following instances apply (Reference the screenshot below on how to 
enter Partial Days): 

 You are not taking a full day of leave 

 Your STAR PeopleSoft schedule does not match your normal work hours. (To check your 
STAR PeopleSoft schedule, click on the View Monthly Schedule link.)  

 You are using more than one type of leave to cover the absence 

Note: When selecting partial days, choose the appropriate option from the Partial Days 

dropdown list. 

 If taking full days of leave, but your STAR PeopleSoft Schedule does not match your 
normal work hours, you will select All Days and enter the number of hours as 
appropriate in All Days Hours.  
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5. 

Click View Forcast Details link to review details about your leave. 

  

6. 

Note: In this example, there is not enough balance to cover this leave; if processed, 10.00 hours 
would be Absence Unpaid Hours.  The type of leave needs to be changed so that there is 
sufficient balance to cover the absence being taken.  

 

 

Click Return to Absence Request. 
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7. 

Change the type of leave to accommodate the absence being taken, and click Forecast Balance. 

  

 

8. 

Click View Forecast Details link to review details about your leave.  

 

Once you have completed reviewing the Forecast Details page, click Return to Absence 
Request.  

9. 
You are now ready to submit the absence request. Click Submit. 
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10. 

 Click Yes. 

 

11. 

Click OK.  

 

12. 

Note: When taking FMLA, you must submit another type of leave (sick, vacation, leave without 
pay etc.) for the same corresponding dates/hours prior to submitting the FMLA take. 
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ENTERING AN ABSENCE ADJUSTMENT 

This lesson provides instructions on how to adjust an absence request within the Employee Self Service 

Reporting module of STAR PeopleSoft. 

When adjusting an absence for a prior period (within the last 30-days) or for the current period, the best 

place to make this adjustment is through the timesheet. 

Step  Action 

1. 
To enter an absence adjustment, begin by navigating to the Timesheet page.  

 

2. 

Click the Absence tab towards the bottom of the page. 
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3. 

The Timesheet page allows you to delete an existing absence request or add an additional 
absence event. For the purpose of this exercise, select the Cancel button and then hit Submit. 

 

4. 

Take the following steps to adjust this absence: 

1. Adjust the End Date to the appropriate date (or you can also change the Absence 
Name, or both). 

2. Select the appropriate reason for the absence in the Reason column. 
3. Click Forecast. 
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5. 

Note: The request was successfully validated.  

 

Click Submit. 
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REVIEWING ABSENCE REQUEST HISTORY 

This lesson provides instructions on how to review absence history within the Employee Self Service 

Reporting module of STAR PeopleSoft. 

Step  Action 

1. 
To review absence request history, begin by navigating to the Absence Request History page.   

 

2. 

Adjust the dates to the appropriate length of time and click Refresh to view history. 
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ADDITIONAL RESOURCES 

 If you have further questions about any of the topics presented in this Job Aid, use the following 
supplemental resources available at  http://starconnection.wi.gov/Training/#Resources 

 User Productivity Kits (UPKs):  STAR HCM UPK 

  Absence Management 9.2 > Absence Management 

 

STAR Job Aids: Release 2 Training Materials 

 STAR Release 2 Training Library > HCM401: Self-Service > Job Aids 

 Self-service Employee Reporting: Time and Labor – Elapsed Time 

 Self-service Employee Reporting: Time and Labor – Punch Time 
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